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DDA 75-2251
15 MAY 1975

MEMORANDUM POR: CIA Management Committee
SUBJECT : DDA Clerical Carecer Service
REPERENCE : MCA-97 and MCA-97/A

1. In ro:gousg to the Eanagesest Committes meeting of
il Ssptenber 1974, feziawing is a status report of the carorr
mansgenent of clericals within the NMrectorzte of Administret cn.

2. A» recommended by the Persoanel Approaches Study
Group and sndorsed by the Mamsgemeant Committee, the Directo:
;iyrtvnd the establistment of one carear service for the

rectorats of Administration and charged the DDA with the
rmtptﬂti%iii%i‘far the career masageaert of all Directerate
poerscanel. The DDA further gssigned to the Head of esch Di
Career Sub-Group {(formsrly designated as individual career
services), the responsibility for the eareer and perscamel
mansgenent of all personnel assigned to the Cawesy Sub-Grou;.
This includes professionsl, techricsl, and clerical persomnel

Publications of the DDA Persomnel k smont
Handbook in April 1975 set ferth to all DDA employces
the personnsl mansgement policy of the Directersts
snd eutlined the basic constraints sed wpon the
Heads of the DDA Sub-Groups to be utilized in the
formulation of their iadividual carser 1 emant
systems. Because ¢f the uniqueness of the vidual
offices, the Handbook provides a degres of uniforaity
snong tﬁa Croups while at the same time provides then
with necessary menagement flexibility in the develop-
mont of their personnel nsnagement structures. Jer
consistent and stendard administration of all employees,
the decisier was made te gr the cloricals with the
{fefcssiaaxls in the gaw B k so the same guide-

ines are preseatly usad for both groups. This

Approved For Re_L g ﬁ&_ZLQ,?IO5 C|A-RDP77.—QO51‘: RQDOﬁWf?OO46-6
‘:ﬂﬂia % ii’i fiv L wsiandueril. HOL




STATINTL

ATINTL

FTRIENEa—n ey ow v Ciy
IR ST

Approved For.Release 2002/02/05 : CIA-RDP77-00512R000100020046-6

structuring may change as the systems ovolve and
experience desands revision. Procedures, criteris,
and ganei menbership in each Sub-Group will be
published and available to esch empleyee within

the Sub-Group te provide him with a clearer under-
standing of the personnel program of the Directorate.

3. At the Directorate level, I have appointed a full-tine
Clerical Careor Service Coordinator from the secretaris] rank:
to work with and assist esch of the Career Sub-Groups in the 7
development of their individusl clerical panels and the criteri:
to be used in their clerical mansgement systems within the
framework of the Personnel Mansgement Handbook. Once the indivié.
usl systems sre in operation (hopefully im one te five months),
::; erical Career Service Coordinstor will ceatinue to mopite:

exanine the systems and mske recomseadatians far the change: with

the ultinate goal of establishing as uvaiferm Directorzte-wids
system as possibie.

To further assist the DDA, the Senfer Persennel
Resources Board, consisting of the ADDA, Dirsctorats
Office Directors, and Directorate Career Msmagement
Officer is also available to advise the DDA on the
Caresr managanent policles and practices of the
Pirectorate. Spocifics ef the individual Carser
Sub-Greup management systeoms will de submitted for
review to the SPRE and to the DDA for fimal spproval.

/s/John F. Blake

Jehn ¥, Blake
aoputy£§iraetnr
for
Administration
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